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Request Extended Leave on Behalf of an Employee

How to request an extended leave request on behalf of an employee:
This job aid outlines how a TL/ABS Approver with the HR Leave Administrator role can request an extended leave request on behalf of an employee.

Navigation: Employee Self Service > My Workplace/My Homeplace > Time and Absence Workcenter

Processing Steps Screenshots
Step 1: On the Employee Self Payroll Personal Del:aflal Fra— Benefit Details
Service landing page, click the - Evpioyes S Savce ‘

[— u J -
Homepage Selector drop down (GO R +

arrow and select My Workplace/My
Homeplace from the list.

Last Pay Date 04/30/2021

USC Profile

SOUTH CAROLINA

Step 2: Click the Time and Absence
Workcenter tile.

Request Extended Leave on Behalf of an Employee

Time and Absence

«©®

* My Workplace

COVID-19 Campus Leave Workctr

—

ePAF Homepage

—

Affiliate Actions Homepage

oRACLE
FeomEsorT

Benefits Enroliment Homepage

— o
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< My Homepage

Time and Absence Workcenter - .
provides a central area to access the = My Scope
most used time and absence related
activities. It enables managers to |
xceptions
access various pages and keep Approvals
multiple windows open while doing |-
their daily work.

- My Work

Approve Time and Absence
Approve Reported Time

Approve Multiple Absence Requests

The activities provided within the
Time and Absence Workcenter
include Approving, Reporting,
viewing time and absence related
transactions, queries and reports.

TL ABS Administrater Moniter Approvals
Manage Time and Absence

Absence Processing

Leave Donations j D
Extended Absences
In conjunction with the TL/ABS -~ Queries

Approver role, you also have an add- | |7meand Labor

on role, HR Leave Administrator, e anseners

which affords some access to

v Reports/Processes

Time and Labor WorkCenter

medically sensitive information. The
HR Leave Administrator role can
initiate requests on behalf of
employees for Bone Marrow Donor,
Organ Donor, Sick Leave
Advancement, Extended Leave and
view Leave Pool Transfer History.

Step 3: Click the Extended Absences
drop-down arrow and select
Request Extended Absence.

Request Extended Leave on Behalf of an Employee
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Step 4: Enter the employee’s USCID
in the Empl ID field.

< My Homepage

Request Extended Absence

Request Extended Absence

Enter any information you have and click Search. Leave fields blank for a list of all values

My Work
Step 5: Click the Search button. Find an Existing Value |
Exceptions
Approvals ~ Search Criteria
v Links Empl 1D | begins with v
Approve Time and Absence Empl Record | = v

Step 6: Click in the Start and

Manage Time and Absence
Absence Processing
Leave Donations

Extended Absences

Request Extended Absence

¥ Queries

Time and Labor

Absence Management

D

Name | begins with v

Last Name | begins with v

Second Last Name | begins with v
Alternate Character Name | begins with v

Middle Name | begins with v

Case Sensitive

Scope c &

Expected Retu rn tO Work Date v MyS Request Extended Absence
fields and enter the appropriate

¥ My Work Building/Grounds Spec |
d ates Enter Start Date. Expected End Date and Absence Take. Complete the rest of the required

* Exceptions information before submitting your request. If you are missing some information, save your
request for later o be able o add additional details
Approvals
w Links

Approve Time and Absence
Manage Time and Absence

Absence Processing

Time and Labor

Absence Management

v Reports/Processes

Extended Absence Request Details @

Start Date |09/12/2022

Expected Return to Work Date [10/17/2022 2

Absence Type | All v
Leave Donations *Absence Name | Select Absence Name bt
Extended Absences
Request Extended Absence b
¥ Queries
GoTo View Extended Absence Request Histo

* Required Field

Request Extended Leave on Behalf of an Employee
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Step 7: Click the Absence Type
drop-down arrow and select Family
and Medical Leave Act from the list.

Step 8: Click the Absence Name

drop-down arrow and select FMLA
from the list.

< My Homepage Request Extended Absence

Scope c& New Window
v My Request Extended Absence
~ My Work Building/Grounds Spec |
Enter Start Date, Expected End Date and Absence Take. Complete the rest of the required
Exceptions O information before submitting your request. If you are missing some information, save your
request for later o be able to add additional details.
Approvals
w Links

Extended Absence Request Details (2

Approve Time and Absence v *Start Date |09/1212022

Manage Time and Absence *Expected Return to Work Date | 10/17/2022

Absence Type | Al Iv
All
*Absence Name |ESuepmrrrm—r p——— I

Absence Processing

Leave Donations

Extended Absences

Request Extended Absence h

< My Homepage

Request Extended Absence

Scope c & New Window
v My Scope Request Extended Absence

v My Work Building/Grounds Spec |
Enter Start Date. Expected End Date and Absence Take. Complete the rest of the required

Exceptions information before submitting your request. If you are missing some information, save your
request for later to be able to add additional details.

Approvals

w Links

Extended Absence Request Details (2

Approve Time and Absence

*Start Date |09/12/2022 [=3)
Manage Time and Absence v *Expected Return to Work Date |10/17/2022 [52)
Absence Processing Absence Type | Family and Medical Leave Act v
Leave Donations *Absence Name ! Select Absence Name v
Extended Absences

Request Extended Absence

v k Select Absence Name

Request Extended Leave on Behalf of an Employee
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Step 9: Click the Absence Reason
drop-down list and select the
appropriate reason for the extended
absence.

< My Homepage

« My Work

Exceptions

Approvals

v Links

Approve Time and Absence
Manage Time and Absence
Absence Processing

Leave Donations

Extended Absences

Request Extended Absence

¥ Queries

Time and Labor

Ab.

Request Extended Absence

Building/Grounds Spec |

Request Extended Absence

To create your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval Additional information may

be managed or viewed at a later time.

Extended Absence Request Details 2

*Start Date
*Expected Return to Work Date
Absence Type

*Absence Name

*Absence Reason

Current Balance

FMLA Eligibility (Administrator)

Additional Questions:

091122022 [i] |
10172022 [
Family and Medical Leave Act v
A~

Select Absence Reason

“Parent Serious Health Cond

Birth, Adoption or Foster care
Famly Serious Health Condifion
Military-Fam lliness/njury

Select Absence Reason

Request Extended Leave on Behalf of an Employee
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< My Homepage Request Extended Absence
Step 10: Review the Additional Sjo:e Séops ce *Expected Return to Work Date 101172022 [
Questions Section and SeleCt |f YeS; Absence Type | Family and Medical Leave Act v
. v My Work *Absence Name | FMLA v
leave blank if No. ooegiins ‘ -Absence Resson [ Own Seeus Heath Condon___
Approvals ) Current Balance  450.00
= FMLA Eligibility (Administrator
Step 11: Scroll down to the bottom « Links
of the page and click the Save for Approve Time and Absence
. . dditional Questions:
Later button. Saving for later will Menege Thon dhv plesnce « Are you  ransfer fom another stale agency orsale inded Universey?
3 . . . Absence Processing * Does your spouse work for the same company?
provide the Medical Certificate link : ok Aot ot work T S e A o 64 MOS0 USARIAAI?
L. . Leave Donations v ;:Icacnocf‘q;g'::};::nu“’ f:|.L§uwé:‘,;g:ua?T:;e:;JWed 10 use sick leave during your ovm serious health condition. If your sick leave
giving you the ability to upload Eioeiiod Alievoces ) sl kol
required documents to support the Request Extended Absence b e bl
extended leave request. I
Time and Labor v 5|[Q ew Al
Absence Management
Absence Requests Status Start Date End Date Duration Source Process Action  Voided
w Reports/Processes
Requestor Comments | 4
GoTo View Extended Absence Reouest Histor
| Submit | Save for Later J
Request Extended Leave on Behalf of an Employee 6 September 2022
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Step 12: Click the OK button to save

< My Homepage

Save Confirmation

@
Scope c &
the request. Ve —— >
Save Confirmation
« My Work
¢/ The Extended Absence Request was successfully saved. The request must be
Exceptions submitted in order for it to be approved.
v Links
. . < My Homepage Request Extended Absence N Q A
Step 13: Notice the Medical

Scope c &
Certificate link is now available. Click * My Scope

the Medical Certificate link to

v My Work

upload the required supporting e

documentation and add notes. Approvals
w Links

Approve Time and Absence
Manage Time and Absence
Absence Processing

Leave Donations

Extended Absences

Request Extended Absence

v Queries

Time and Labor

Absence Management

Request Extended Absence

Building/Grounds Spec |
View Request Status and Approval Details

Extended Absence Request Details 2
Request 113263
*Start Date [09/12/2022 [

*Expected Return to Work Date | 101172022 [f21]

Absence Type | Family and Medical Leave Act v
*Absence Name | FMLA v
*Absence Reason | Own Serious Health Condition v

Current Balance  450.00

s Saved

Request Extended Leave on Behalf of an Employee

September 2022




A
Z

i) (.

UNIVERSITY OF

South Carolina

University of South Carolina
Absence Management — Leave Administrator
Request Extended Leave on Behalf of an Employee

Step 14: Click the Entry ID lookup
button.

Existing Document Definitions

~ Instructions
Listed here are the attachments, notes and uris that have been recorded. New attachments, notes and urls can be added, and existing

iments, notes and uris can be viewed and/or

~ Selection Criteria

EmpliD:

Employee Record Number:

Transaction Number:

Select an Entry ID to be able to add attachments, notes andior urls.

Go To Extended Absence Request

Request Extended Leave on Behalf of an Employee

September 2022
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Step 15: Click the KOW_MEDCERT
Authorization Entry ID option.

Look Up Entry ID

ion 1D KOW_MEDCERT_LNK
Authorization Entry ID | begins vith v | |

IR oo (oo ] mostome

Search Results

View100 4 4 | 1doft v > b

Authorization Entry ID

[ xow_meocerT

Request Extended Leave on Behalf of an Employee 9 September 2022
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Step 16: Click the Add Attachment
button.

Maintain Attachments

Existing Document Definitions

~ Instructions
Listed here are the attachments. notes and urls that have been recorded. New attachments. notes and urls can be added, and existing
attachments. noles and urls can be viewed and/or updated.

v Selection Criteria

EmpliD:

Medical Cerlificate

Entry ID |KOW_MEDCERT Q
Medical Certificate

[ 'Add Attachment | Add Note ]

Go To Extended Absence Request

Request Extended Leave on Behalf of an Employee 10 September 2022
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step 17: C||Ck in the Subject fleld My Homepage Document Definition - New Attachment

i Scope c& New Windo|
and enter an appropriate ~ My Scope Request Extended Absence
description. Lo e
(S O Bulding Grounds Spec | _
View R Maintain Attachments x
Exceptions <
Step 18: Click the Add Attachment Approvals . D D - New Attach
+ Instructions
button and follow the steps to '+ Links Exti
You have chosen to enter a new aftachment
upload supporting documentation. Approve Time and Absence R Cii
Manage Time and Absence v
Absence Processing - EmpliD: A3
Leave Donations v Employee Record Number: 0
Extended Absences 5
Transaction Number: 113263
Request Extended Absence
¥ Queries Entry ID  KOW_MEDCERT
F Sequence 0
Time and Labor = Donald Duck
Created 00/02/22 8:35AM Last Updated 09/02/22
Absence Management - 8:35AM
*Subject IMedlcaI Leave Documentation ]
~ Reports/Processes Additi
3 Attachment
“Al
*D
*D
<A
bal
Sav
I ”
Abse X

Request Extended Leave on Behalf of an Employee 11 September 2022
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Step 19: Notice the attachment has
been uploaded.

Step 20: Click the Save button. TR

Listed here are the attachments, notes and urls that have been recorded. New aftachments, notes and urls can be added, and existing
attachments, notes and urls can be viewed and/or updated.

' Selection Criteria

EmpiiD: A3

Employee Record Number: 0

Transaction Number: 113263

[ ‘Add Attachment ). Add Note |

Attachments

™[]

Select Sequence Entry ID Subject
Medical Leave
o 5 Medical Certificate Docusnerdition
SelectAR _ DeselectAl
Detete
Go To Extended Absence Request
‘

Request Extended Leave on Behalf of an Employee 12 September 2022
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Step 21: This step is optional. Click

Document Definition

New Note

in the Subject field and enter an ‘:y = A N Wiiiok
- Scope 4
appropriate description and click in Diane Brown
. » My Work i
the Note Text field and enter = Suldng riadeesl
oy . . Exceptions Maintain Attachments
additional information related to
Approvals Document Definition - New Note
the extended request. - - [—
3 ‘You have chosen to enter a new note.
Approve Time and Absence
Step 22: Click the Save button. Wanige Tios aeed Abance il
Absence Processing EmpliD: A
Leave Donations
Employee Record Number: 0
Extended Absences
Transaction Number: 113263
v Queries EntryID KOW_MEDCERT
Time and Labor : Semmrace gonw .
ABsence Created 09/02/22 8:35AM Last Updated gs}giﬁz h
v Reports/Processes Addit *Subject | Medical Infomration
. A “Note Text | Add additional information here if needed| 1
*D
D
« A
4
Abselereresss

Request Extended Leave on Behalf of an Employee
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Step 23: Click the Extended Absence
Request link to return to the
Request Absence Request page.

Existing Document Definitions
i ¥iinstructions
Listed here are the attachments, notes and uris that have been recorded. New attachments, notes and urls can be added, and existing
attachments, notes and urls can be viewed and/or updated.

~ Selection Criteria

EmpliD: AS
Employee Record Number: 0

Transaction Number: 113263

| Add Note ]

Subject

Medical Leave
Documentation

Status
Active
Active

Medical Infomration
Select Al Deselect All
Delete |

Go To Extended Absence Request -
‘ _ »

Request Extended Leave on Behalf of an Employee
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Step 24: Click the Yes button to < My Homasage Request Extended Absence
confirm you would like to request e =8
the extended absence On behalf Of Additional Questions:

v My Work * Are you a transfer from another state agency or state funded University?

the employee.

*+ Does your spouse work for the same company?

Excaptions + Does your spouse work for another state agency or state funded University?

+ According to HR 1.07 FMLA policy, you are required to use sick leave during your own serious health condition. If your sick leave
Approvals S balance is insufficient, will you use annual leave?
v Links

Absence Requests
Approve Time and Absence

Manage Time and Absence > Absence Request (2 Confirmation Page Absence EA X
Absence Processing 5 | & H Q| Request Extended Absence View All
Veive Dok Submit Confirmation
o Absence Requests Statu
Extended Absences | ¢/ Areyousure you wantto Submit this Extended Absence Request?
Request Extended Absence
l es l ‘ No
~ Queries
Time and £ abor Re:llfes[ History
= g v
Absence Management -
Status Name
w« Reports/Processes v
Saved For
< My Homepage Submit Confirmation @ Q 4 : (%)

Step 25: Click the OK button to Scope co
confirm successful submission. ||

Request Extended Absence

Submit Confirmation

« My Work

“ The Extended Absence Request was successfully submitted.
Exceptions v
v Links

Approve Time and Absence
Manage Time and Absence
Absence Processing

Leave Donations

Extended Absences

Request Extended Absence h

Request Extended Leave on Behalf of an Employee 15 September 2022




\\//

’_fr) [\_\ University of South Carolina
1T Absence Management — Leave Administrator
UNIVERSITY OF

South Carolina Request Extended Leave on Behalf of an Employee

Step 26: The Extended Leave Qi

Request Extended

Scope c &
Reugest is now submitted and < i 8o
. Additional Questions:
waiting for Absence Management S ~ At you 3 ansier rom snothr stte agency o tste funded Universty”
.. . « Does your spouse work for the same company?
Leave Administrative at the Central . - Doss your spouse work for anaher stas agency or stle funded Uriversity?
P * According to HR 1.07 FMLA policy, you are required o use sick leave during your own serious health condition. If your sick leave

) . balance is insufficient, will you use annual leave?

Benefit’s Office. Approvals
w Links

Absence Requests
Approve Time and Absence

Absence Request (2
Manage Time and Absence

w||Q ew A
Absence Processing
Unavs Dovitione ) Absence Requests Status StartDate  End Date Duration Source Process Action  Voided
Extended Absences . {
Request Extended Absence b
¥ Queries
| Request History
Time and Labor ‘ m
. =
Absence Management T
Status Name Date Comments
w Reports/Processes
Saved For
Later-Not Donald Duck 09/022022
Submitted
Submitted Donald Duck 09/02/2022

Leave Administrator

Absence Management:Pending
Leave aaminiatrator

Pend:

0]

You successfully learned how to
request an extended absence

request on behalf of an employee as
a Leave Administrator.

Request Extended Leave on Behalf of an Employee 16 September 2022



